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Introduction

Purpose of the Course
In this course, you will receive an overview of the Computerized Accident/Incident
Reporting System (CAIRS) and a brief history of its development. Registration and
security issues will be discussed, and you will receive information on DOE Order 231.1

and how it relates to the CAIRS centralized database. Y ou will also learn the various
ways in which help on usng CAIRS can be obtained and some basic concepts of searching

CAIRS.
Objectives
Upon completion of this course, you will be able to perform the following activities:

> Describe the CAIRS registration procedure, connect to the new CAIRS viathe
Internet, and logon to the new CAIRS using your user-id and password

> Obtain help in various ways on using the new enhanced CAIRS
> Change your password and personal information

> Explain the various operators used in querying the CAIRS database
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What Is CAIRS?

Purpose of CAIRS

CAIRS is adatabase used to collect and analyze DOE and DOE contractor reports of
injuries, illnesses, and other accidents that occur during DOE operations in accordance
with DOE Order 231.1. CAIRS reporting is managed by the Office of Occupational
Safety & Health Policy (EH-51), with hardware and software support from the Office of
Information Management (EH-72). The information contained in CAIRS provides a
centralized collection of DOE accident datafor data users to perform various analyses,
including devel oping trends and identifying potential hazards to help reduce accidents.

The original CAIRS was developed for the collection and analysis of accident information,
and has been residing on a Hewlett Packard HP-3000 computer since the original system
was placed into production in 1983. The new CAIRS has been developed as aresult of
findings from the 1991 independent evaluation of the Safety Performance Measurement
System (SPMS), of which CAIRS was a data module. The new CAIRS has asimpler,
easier to use, graphical interface and supports three graded levels of access. abasic levd,
as characterized by the Standard Reports and Logs modules; an intermediate level,
characterized by the Reports module; and an advanced level, characterized by the Search
and Distribution module.

Accessto CAIRS is available to the staff of all DOE organizations and contractors. There
is no charge (except for communications charges) to users for registration or use of the
system.

DOE Order 231.1

DOE Order 231.1 establishes DOE requirements for collection and reporting of
information on environment, safety, and health that is required by law or regulation to be
collected, or that is essentia for evaluating Department of Energy operations and
identifying opportunities for improvement needed for planning purposes within the DOE.
The order specifies what to report, when to report, and who should report. The Order
also defines the responsibilities of those involved in the reporting process.

DOE Order 231.1 requires the use of DOE M 231.1-1, a manual that provides detailed
information regarding the reporting of ES& H information. This manual specifiesin detail
the reports that must be filed, the persons or organizations responsible for filing the
reports, the recipients of the reports, the format in which the reports shall be prepared, and
the time schedules on which the reports shall be filed.
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CAIRS Data

The CAIRS database contains individual accident reports from 1983 to the present for
injury/illness cases and for vehicle accidents. It also contains property damage cases from
1975 to the present. Statistical data are generated from summary records and are
available from 1975 through the present. Please note that reporting thresholds have
changed throughout the years, primarily in 1983 and 1996. A complete listing of
reporting thresholds and their adjustment dates is included in the on-line helps.

The CAIRS database also contains exposure data for DOE and DOE contractor
organizations, including work hours, property valuation, number of ground fleet vehicles
and miles traveled, number of aircraft and hours operated, number of marine craft and
hours operated, and number of railroad cars and engine miles traveled.

The type of data you will find within each module aso varies. Standard reports include
static reports published by EH-5, Office of Worker Health and Safety. The Logs module
allows you to view injury/illness, vehicle accident, and property damage logs from all
reporting organizations. Accident forms, exposure information, property damage
descriptions, and performance indices are available from the Reports module. The Search
and Distribution module alows you to query the individual accident report fields directly
and create custom reports.
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Registration and Security

Registration

Individuals interested in registering to become CAIRS users can obtain a copy of the
registration form from the ES& H Helpline at (800) 473-4375.

CAIRS is a Government computer system and, as such, has security requirements that
must be followed. These security requirements are mandated by DOE Order 1360.2B,
“Unclassified Computer Security Program.” Most of the information contained in CAIRS
isrestricted and is to be accessed by authorized users for official Government business
only.

When you register to use CAIRS, you agree to adhere to the security requirements
specified on the form. One requirement, as listed in the form, states, “1 understand that |
am responsible for protecting my assigned password for confidentiality. Sharing my
password with anyone else is a security infraction and may result in my system access
being revoked.” Y ou should ensure that your password is kept secret and that you are the
only one who uses and has access to the information.

Organizational Jurisdictions

When you are granted access to CAIRS, you will be assigned an organizationa
jurisdiction. Thisjurisdiction may be for a specific organization or for a complete
contractor, area office, or field office. Thisjurisdiction assignment will determine the
records that will be selected when the default organization selection is utilized in many of
the reports and logs. The default can be over-ridden by entering the desired organization
codes in the appropriate input boxes.
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Privacy Information

CAIRS reports contain personal identifiers (names and socia security numbers) and
information regarding personal injury or illness. In order to prevent an unwarranted
invasion of persona privacy, al personal identifiers are masked from the view of general
users whenever any logs or reports are generated. The default registration for CAIRS
does not provide access to any privacy information.

If you require access to privacy information in order to perform your job function, you
may apply for access to that information. A copy of the document used to coordinate
requests for this information can be obtained from the ES&H Helpline at (800) 473-4375.
This document identifies the specific organization(s) for which you require privacy
information and the signatures required for approval.

Upon completion and approval of the form, it should be submitted by facsimile to EH-51,
ATTN: Janet Macon at (301) 903-8497 for processing.
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System Features and Requirements of the New CAIRS

The enhanced CAIRS was devel oped to meet the needs of users who access CAIRS data.
It is a Windows-based analysis tool that takes advantage of the modern browser
technology currently being used to navigate the World Wide Web (WWW). Its
development makes finding and retrieving relevant data more consistent with the current
windows environments found on most of today’ s personal computers.

The enhanced CAIRS improves your access to data in the following ways:

The interface is easy-to-use. If you are familiar with the Macintosh or Microsoft
Windows interface, you will find the new interface to be both familiar and friendly.

The interface is platform independent. Any platform that supports browser
technology (e.g., Mac, PC, Unix) can be used to access the interface.

The interface does not require proprietary client software. Any browser that
supports features found in Netscape 3.0 such as tables, Secure Socket Layer
(SSL-2) protocol, and Active Server Pages (ASP) can be used to access the CAIRS
interface.

The interface offersimproved connectivity. Aswith the origina CAIRS, you can
access the system with modem dial-up and with an Ethernet connection from the
DOE Business Network. In addition, you can now access the interface with a direct
Internet connection or through an Internet Service Provider (1SP).

When using a dia-up connection, you can access the interface through a toll-free
number (see the Accessing the Enhanced CAIRS section of this document).

The interface allows for greater system integration with other ES& H information
sources within the DOE.

The interface offers extensive context sensitive on-line help that is easily accessible.
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System requirements for using the enhanced CAIRS are listed below:

Y ou must have an Internet connection (either direct or viaan 1SP), an Ethernet
connection to DOE's Business Network, or a modem capable of communicating at
speeds of 14,400 bps or faster.

PC users must have a 386 or faster CPU with sufficient memory to support a Web
browser such as Netscape, Internet Explorer, and others. (Aswith all Windows
applications, a faster PC and/or additional memory will greatly enhance system
performance.)

Y ou must have Internet browser software. It is recommended that you use Netscape
3.0 or higher or Internet Explorer 4.0 or higher in order to support features such as
tables, Secure Socket Layer (SSL-2) protocol, and Active Server Pages (ASP).

With Windows 3.1 or Windows 3.11, you must have a protocol stack that supports
Transmission Control Protocol/Internet Protocol (TCP/IP) and, if using dia-in
access, Point-to-Point Protocol (PPP).

Macintosh users should have a Motorola 68030 or faster CPU or a PowerPC CPU.
Web browsers are generally available that run under Apple's System 7.0 or later,
now called MacOS. The system extension MacTCP, or TCP/IP for MacOS 7.5 or
later, isaso required, asis PPPif using dia-in access.

If you are unfamiliar with how your computer is configured, you might want to share the
above information with your site systems support personnel for assistance.

Tablesin CAIRS will not display correctly unless you are using a

i browser that supports tables. Most recent browser software releases

do provide the capability of viewing tables.

If your browser does not support tables or other necessary features,
check with your computer support organization to seeif they provide
licensed upgrades to the browser software. The latest versions of
both Netscape and Internet Explorer are available free of charge.
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Accessing the Enhanced CAIRS

Ways to Access CAIRS
As stated earlier, you can connect to CAIRS in three ways. 1) with a direct Ethernet
connection to the Internet; 2) with an Internet connection via an Internet Service
Provider; or 3) with amodem dial-up.

Connecting to CAIRS via Ethernet

After accessing your home page on the Internet, you can access the CAIRS logon screen
by entering the URL (Internet address): https://cairs.tis.eh.doe.gov/cairs/cairs.asp

Connecting to CAIRS via an Internet Service Provider

When you logon to the Internet via an Internet Service Provider (ISP), you will be
required to enter the user-id and password supplied by the ISP. After entering your ISP
user-id and password and your Internet connection is established, you can then access
CAIRS by entering the URL:  https://cairs.tis.eh.doe.gov/cair S/cair s.asp

Connecting to CAIRS via Modem

There are two toll-free phone numbers which provide dial-up accessto CAIRS. If you are
east of the Mississippi, dia (800) 556-5415. If you are west of the Mississippi, dial

(800) 359-7863. When accessing the Internet through the toll-free 800 phone numbers,
you will be required to provide a TIS network access user-id and password. This will
connect you to the modem pool. The TIS user-id and password can be obtained from the
ES&H Helpline at (800) 473-4375.

Once you are connected to the TIS network (your Internet connection is established), you
can then access CAIRS by entering the URL: https://cair s.tis.eh.doe.gov/cair S/cair s.asp

NOTE If you need further assistance with connecting and logging onto CAIRS,
@ please direct your questions to the ES&H Helpline at (800) 473-4375 or
send an e-mail message to support@tis.eh.doe.gov.

8 CAIRSOverview CAIRS Reference Manual



Connection to CAIRS Established

After requesting access to the CAIRS home page, you will be presented with the
USERNAME AND PASSWORD REQUIRED logon box (Figure 1). In the user NAME edit box,

you will enter your assigned CAIRS user-id. In the PASSwWORD edit box, enter your
CAIRS password.

NOTE To obtain your CAIRS user-id and password, you can either send an e-mail

@ to support@tis.eh.doe.gov or, if you are unable to e-mail, you can request a
user-id and password by calling the ES& H Helpline at (800) 473-4375.

]

Enter username for cairs tis.eh.doe.gow at
cairs.tis.eh.doe.gov:

User Mame: Ihkn |

Password:

| |

| (0] | Cancel

Figure 1 - CAIRS USERNAME AND PASSWORD
REQUIRED logon box.

Depending on your browser configuration, you may see a Security Information box, as
shown in Figure 2, prior to loading the cairs home page. Just click on the CONTINUE
button to clear the message box and access the cairs home page.
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““ou hawve requested a secure document. The document and any
information you send back are encrypted for privacy while in fransit. For
more information on security choose Document Information from the
e menu.

W Show This Alert Nesxt Time

| Continug ‘ ‘

Figure 2 - The SECURITY INFORMATION message box.

Because CAIRS contains sensitive information, the database is maintained on a secure
server, and al data transmittals to and from the server are encrypted to ensure privacy.
Both Netscape and Internet Explorer display specia icons to signify secure Site access.

The Netscape 3 icon is akey displayed at the bottom Ieft of the window. The
key is broken for a non-secure site.

ES The Netscape 4 icon is aclosed lock displayed at the bottom Ieft of the
window. Thelock is opened for a non-secure site.
The Internet Explorer icon is aclosed lock displayed at the bottom right of the

window. Theicon isnot present for a non-secure site.
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The CAIRS Home Page

Computerized Accident/Incident Reporting System

CAIRS Database Modules
What's New

Facts About CATRS
Help/Tutorial

Help Mode
Reference Manual Environment, Safety & Health

Ploase sand comments to supportfitis.eh.dos.gov

or call the EX&H Helpling at (2000 473-4375, Hours: 7:30 A W - 7:00 P W, hfon - Fri (ETZ).
Office of Environment, Safaty and Health

Figure 3 - The CAIRS HOME PAGE.

The cairs home pageis displayed in Figure 3. Asyou can see, from the home page you
can select from the following hyperlinks:

» CAIRS Database M odules - This hyperlink takes you to the CAIRS DATABASE
MODULES page. From this page, you can access the various CAIRS functions to
perform searches of the CAIRS database and prepare logs and reports.

» What’s New - This hyperlink takes you to the cairs wHAT'S NEw page. This page
contains announcements of new features as they are added to CAIRS. In addition, this
page will also include other announcements of interest to CAIRS users such as
scheduled training, scheduled system downtime, or changes in the CAIRS program like
DOE Order changes.

» Facts About CAIRS - This hyperlink takes you to the FACTS ABOUT CAIRS page. This
page provides information on the purpose of CAIRS, CAIRS data, and the various
features that are available from CAIRS.
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e Help/Tutorial -This hyperlink launches a separate browser window and takes you to
the TABLE OF CONTENTS page for the CAIRS help files and other on-line help resources.
From this page, you can access reference materials, instructional resources, context
senditive help, and troubleshooting information. The help feature is discussed in detall
in this section of the manual under the subheading, Obtaining Help When Using the
Enhanced CAIRS.

» Help Mode - This hyperlink launches the help mode window that allows you to
reference help files from the same window as the CAIRS database application. The help
mode feature is discussed in detail in this section of the manual under the subheading,
Obtaining Help When Using the Enhanced CAIRS.

» Reference Manual - Thislink takes you to the CAIRS REFERENCE MANUAL page which
contains links to an on-line version of this manual. WordPerfect and PDF versions of
this document are available.
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The CAIRS Database Modules

When you click on the CAIRS Database M odules hyperlink from the cAIRs home page,
you are taken to the CAIRS DATABASE MODULES page, as shown in Figure 4.

CAIRS Database Modules

Logs Basic Reports
Standard Eeports Search and Distribution
User Tools Help

Figure 4 - The CAIRS DATABASE MODULES page.

From this page you can select the following hyperlinks.

Logs - This hyperlink takes you to the cairs LOGS page. From this page you can
easily prepare smple listings of accidents for your own or other organizations. The logs
options are discussed in detail in the Accessing Standard Reports and Logs section of
this manual.

Basic Reports - This hyperlink takes you to the CAIRS BASIC REPORTS page. From this
page you can create more complex reports of accident experience and baseline
information. The basic reports options are discussed in detail in the Creating Basic
Reports section of this manual.

Standard Reports - This hyperlink takes you to the CAIRS STANDARD REPORTS page.
This page provides easy access to the standard, preformatted reports. The standard
report options are discussed in detail in the Accessing Standard Reports and Logs
section of this manual.

Sear ch and Distribution - This hyperlink takes you to the CAIRS SEARCH AND
DISTRIBUTION page. From this page, you can perform detailed searches of the CAIRS
data and display the results in user-defined reports. The Search and Distribution
options are discussed in detail in the Performing Searches and Creating Ad Hoc
Reports section of this manual.

User Tools- Thislink takes you to the CAIRS USER TOOLS page where you can change
your password or update any of your persona user information (e.g., your name, phone
number, e-mail address, etc.). The user tools are discussed in detail in this section of
the manual under the subheading, User Tools.
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» Help - This hyperlink takes you to the TABLE OF CONTENTS page for the CAIRS help
files and other on-line resources. From this page, you can access reference materials,
instructional resources, context sensitive help, and troubleshooting information. The
help feature is discussed in detail in this section of the manua under the subheading,
Obtaining Help When Using the Enhanced CAIRS.
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Obtaining Help When Using the Enhanced CAIRS

CAIRS includes an extensive on-line help system. From the on-line help system, you can
obtain help on using the various CAIRS features or on using web browsers, as well as
acquire alarge amount of information from various reference sources.

Viewing On-line Help from the CAIRS Application

There are two ways by which you can view CAIRS on-line help files: 1) using the CAIRS
“help mode” feature, or 2) launching a separate browser window. Both help features are
described below.

CAIRS Help Mode

CAIRS help mode launches a three-framed window that contains a database frame,
navigation frame, and help frame (Figure 5). Thisfeature allows you to reference help
files from the same window as the CAIRS database application. Thisis the recommended
view if you are anew user of CAIRS or frequently reference the help files.

To enter CAIRS help mode, click on the Help M ode hyperlink on the cairs home page.
The database frame (the top frame of the window) displays the CAIRS database
application. CAIRS pages will be loaded into this frame. The navigation frame (the
bottom left frame of the window) contains hyperlinks to the Help Table of Contents, Help
Index, and the alphabetical index listings. The help frame (the bottom right frame of the
window) displays the CAIRS help pages that you request. Help pages that you select
from this frame or from the other two frames are displayed here.

Y ou can resize aframe to increase or decrease the viewing area. To do this, move the

cursor over aframe border until it changes into a double-arrow; then hold down the
primary mouse button and drag the border.
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[]»

LAIRS

Environment, Safety & Health

CAIRS Basic Reports

Experience Reports

DOE F 5484.3
- Injury/Iness Property Vehicle

Workhours and Vehicle Usage
by Summary or by Or

£ T

age Descriptions

FRAME 1
Property Valuatl CAIRS DATABASE [Profiles

Home Help Standard Eeports Logs Basiec Reports Search Glossary -

Basic Reports

Environment, Safety & Health

NAVIGATION Y ou can access the CATRS Basic Reports page (shown below)
from the CAIRS Database Modules

Reports hyperlink. Report options i FRAME 3
HELP TOPIC

« DOE F 5484.3

s Workhours and Vehicle Usage

Figure5 - calrs HELP MODE window (displaying three frames).
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Launching a Separate Help Window

If you have not activated the CAIRS help mode feature, then the help files, by default, will
be loaded into a separate browser window (Figure 6). Thisisthe recommended view if
you are an advanced user of CAIRS or rarely reference the help files. The first time you
request a help file, a separate browser window is launched as the active window on your
screeen, and the requested help file is loaded into the window.

(AIRS

Environment, Safety & Health

CAIRS Logs

Leave blank to activate defaults and use % for wildcard symhol

Log Type [0 Acciderts | Organization 2/ | |

#L CAIRS Logs Help - Netscape
Enter Date I:l File Edit “iew Go Communicator Help

@ Translate Databast L
‘ ogs N
Make Log II Unfory \ A U Rg 9

Environment, Safety & Health

Home Help Standard CAIRS Log page

You can access the CATRS Log page from the CATRS Database
Modules page by selecting the Logs hyperlink. Logs of accidents
are generated from this page. (Note that a Logs hyperlink is
available at the bottom of most pages in CATRS. You ean click on
this hyperlink to return to the CATRS Logs page.)

1] | 3

Figure 6 - Example of an active help window over the CAIRS application window.

After viewing the requested help topic, you can close the help window, deactivate (or
minimize) the help window, or smply click on the CAIRS database window to return to
the CAIRS application. The latter option will force the CAIRS application to become the
active window, placing it on top, while deactivating and concealing the help window. If
you close the help window, the next time a help file is selected, a new help window will be
launched as the active window on top, and the requested help file will be loaded. If you
minimize or hide the help window, the next time a help file is selected, the help window
will become activated and move to the front with the requested file loaded into it.

Accessing On-line Help from the CAIRS Application
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CAIRS on-line help isavailable to you via: 1) Help hyperlinks located on the CAIRS
home page and at the bottom of most CAIRS pages, and 2) context-sensitive help

hyperlinks located throughout the CAIRS pages (see Figure 7).

Context-sensitive hyperlink icons
found on most CAIRS pages.

CAIRS Basic Reports

Experience Reports

DOE F 5484.3

Help hyperlink Imury/Tliness Property Vehicle

found at the

hottom of Workhours and Vehicle Usage Property D D i
ope amage Descriptions

most CAIRS by Summary or by Orgamzation

pages.

Property Valuation Profiles

% Standard Reports Logs Basic Feports cearch  Glossary

Figure 7 - Various locations to access the CAIRS ON-LINE HELP utility.
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Using Help Hyperlinks

The Help hyperlinks located on the cairs home page and at the bottom of most CAIRS
pages take you directly to the CAIRS HELP TABLE OF CONTENTS page (Figures 8 and 9).
From this page, you can quickly locate a particular topic that may be of interest to you.

IRS Help/Tutorial

Environment, Safety & Health

The enhanced CATES has been designed with extensive features to assist vou i more
effectively using the system. Click on the hyperlinks below for details on the various help
options avalable.

Help is also available from the ES&H Technical Information Services Helpline at (800)
4734375 from 300 AW to 5:00 PRI ETZ. The Helpline can also be contacted via e-tnail at
supportEns. eh. doe gov,

Facts About CAIRS

What's New

CAIRS Reference Manual

Other Reference Materials and Resources

Step-by-Step Examples

Tutorials by Subject

Figure 8 - The CAIRS HELP TABLE OF CONTENTS page, part 1.
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Accessing CAIRS Data

Glossary
Training

Problems and Troubleshooting

About Context Sensitive On-line Help

\{f@ Browser

@ CAIRS Home Page

vf@ CATRS Database Modules

troe| User Tools

&
Standard Reports

@ Logs
RBasic Reports

S| Search and Distribution

Figure 9 - The CAIRS HELP TABLE OF CONTENTS page, continued.

Y ou can select the page icon next to the on-line help topic of your choice. You can
also select the appropriate underlined hyperlink to access other types of information (i.e.,
Facts About CAIRS, Other Reference M aterials and Resour ces, Problems and
Troubleshooting, etc.). You can aso select atopic from the detailed Index of help topics
that is provided.

If you access a help topic from the CAIRS HELP TABLE OF CONTENTS, you will jump
directly to that topic. At the bottom of each help topic page is a button, which, when
clicked, will return you to the CAIRS HELP TABLE OF CONTENTS page. Direct access to the
CAIRS HELP INDEX is also provided at the bottom of each topic page (see Figure 10).
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World Wide Web

The "World Wide Web (also known as WIFIF, W, or The Wek) 1z one of the
fastest-growing Internet server technologies. Ttis a distributed multime dia network
of documents, connected to each other through hypertext links embedded in the
documents. It allows "pages" of information to be presented. Pages of mformation
contain links (or "hypetlinks") to other information.

@

CATRS Help Table of Contents CATRS Help fndex

Figure 10 - The CAIRS HELP TABLE OF CONTENTS and CAIRS
HELP INDEX buttons found at the bottom of a BROWSER HELP

page.

On some of the help pages, topics are separated by a dividing line and an icon with an up
arrow, which, when clicked, takes you to the top of the current help page (Figure 11).

Hypertext

Hypertext iz a method of writing and displaying test that enables the text to be linked in
rrultiple ways and contains links to related documents. Hypertext allowes you to skip from one
point to ancther and nawvigate through text rather than read test in the traditional linear fashion.
Hypertext technology 12 a powerfil tool for database application (e g, CATES) because it
replaces the tradiional tree structure that requires drll-dewen and drill-up within the database.

@

Internet

The Internet (often referred to as the Mfarmmaiion Superkighway) is many computer
networkes all hooked together. Mlilkions of computers around the wotld are connected to those
networles and, f wou have access to one of those networls, you have access to all others.,

i)

Figure 11 - A HELP page showing DIVIDERS and TOP OF PAGE iCONS.
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In addition, on some of the help pages, you will see alphabetical hyperlinks across the top
of the page as shown in Figure 12. These links will take you to help topics beginning
with the selected | etter.

NOTE Only the letters with underlines are active hyperlinks; if thereisnot an
underline under the letter, then it is not an active hyperlink.

URS internet Browsenr

Environment, Safety & Health

Figure 12 - A HELP page displaying alphabetical hyperlinks.

Using Context-Sensitive Help

As mentioned earlier, the CAIRS on-line help files are also hyperlinked (via the question
mark icon i2J) directly to the CAIRS graphical user interface. The question mark icon (2J
appears at various locations within the CAIRS application. It signifies that “context-
sensitive” help is available for the topic located next to it.

For example, on the CAIRS BASIC REPORTS page, thisicon appears at the top of the

selection box. If you click on the icon, a help page will appear explaining the selection
box and offering additiona hyperlinks to other help.
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Sep-by-Sep

Activating and Using the CAIR Help Mode Feature

TUTORIAL

Activating Help M ode:
1. From the calrRs home page, click on the Help M ode hyperlink. (Thisopens a
three-framed window.)

Using Help Mode:
1. Click on the INDEX icon in the navigation frame to load the HELP INDEX page
into the help frame. &

2. Click on the TABLE OF CONTENTS icon in the navigation frame to load the HELP
TABLE OF CONTENTS page into the help frame. [§—

3. Click on an aphabet icon in the navigation frame to load the HELP INDEX page
listing the help topics for the letter of the alphabet selected. '

4. Click on aHep hyperlink in the database frame to load the HELP TABLE OF
CONTENTS page into the help frame.

5. Click on aquestion mark icon (;2)) in the database frame to load the context-
senditive help topic associated with that icon into the help frame.

CAIRS Reference Manual CAIRSOverview 23



Sep-by-Sep

Accessing CAIRS On-line Help
from the CAIRS Application

TUTORIAL

Using Help Hyperlinks:
1.  From the cAlirs home page or from the bottom of other CAIRS pages, click the
Help hyperlink to jump to the CAIRS HELP TABLE OF CONTENTS page.

.

2. From thetable of contents list, select the page icon next to the on-line help
topic of your choice, or select the appropriate underlined hyperlink, or select a
help topic from the help index. (Continue to link to additional help hyperlinks, if
needed.)

3. Returnto the CAIRS application in the appropriate manner.

Using Context-Sensitive Help I cons:

1. From any page within the CAIRS application containing the question mark 2J
icon, click on that icon to obtain help on the topic located next to it. (Continue
to link to additional help hyperlinks, if needed.)

2. Returnto the CAIRS application in the appropriate manner.

REMINDER: To return to the CAIRS HELP TABLE OF CONTENTS page, click the CAIRS
HELP TABLE OF CONTENTS button at the bottom of the help topic pages. To seea
comprehensive index of help topics, click on the CAIRS HELP INDEX button at the
bottom of the help topic pages.
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Exercise 1

Asyou work, write down the steps you take. These notes will act as areminder when
you take similar actionsin the future.

1. Activate the CAIRS help mode feature.

2. From the CAIRS HELP TABLE of CONTENTS page, access on-line help on Problems
and Troubleshooting.

What is a possible solution if header information is not printing correctly on
reports and logs?

3. Go to the CAIRS SEARCH SELECTIONS page and obtain context-sensitive help on
creating a search using the search check boxes.

What are the four basic types of data fields on which you can search in the CAIRS
database?
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Technical Support Helpline

Environment, Safety & Health Technical Information Services Helpline personnel are
available to provide you with CAIRS registration and operations assistance. The
telephone number for the helpline is (800) 473-4375. Y ou can aso request assistance
through e-mail addressed to support@tis.eh.doe.gov. The helplineis staffed from 8:00
am. to 7:00 p.m. (ETZ) Monday through Friday (except holidays).

CAIRS On-line Reference Manual

An on-line version of this manual is available from the cairs HOME PAGE by selecting the
Reference Manual hyperlink or from the CAIRS HELP TABLE OF CONTENTS page by
selecting the CAIRS Refer ence Manual hyperlink. WordPerfect and PDF versions of
the document are available.
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User Tools

The calrRs USER TOOLS page (Figure 13) is accessed from the CAIRS DATABASE MODULES
page by selecting the User Tools hyperlink. From this page you can access tools that
allow you to change your CAIRS password and to maintain personal information such as
your address and telephone number.

(AIRS

Environment, Safety & Health

CAIRS User Tools
Change User Information (user name,
Change Password hone. etc.
Hotme  Help  Standard Eeports Logs  Basic BEeports Search Gloszaty

Figure 13 - The CAIRS USER TOOLS page.

Two hyperlinks are displayed on the CAIRS User Tools menu:

. Change Password: This hyperlink goes to the CHANGE YOUR PASSWORD page
where you can change the password you use to access CAIRS.

. Change User Information: This hyperlink goes to the CHANGE USER
INFORMATION page where you can change personal information such as your name,
address, telephone number, etc.
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Changing Your Password

When you click on the Change Password hyperlink on the CAIRS USER TOOLS page, the
screen shown in Figure 14 is displayed.

Change Your Password ¥

User ID JOU

0OM Password

New Password I

Comfirm Password

Cancel | Apply

Figure 14 - The CAIRS CHANGE PASSWORD page.

The password that you were provided when you were first given access to the enhanced
CAIRS should not be considered secure, and should be changed as soon as you first log
onto CAIRS. Thereisno requirement with the enhanced CAIRS to change your
password on a fixed interval, however, you should change your password if you think that
it may have been compromised.

Y our new password must be at least 8 characters in length and can consist of any
combination of letters and/or numbers. Letters can be entered upper case or lower case,
however, the password is case sensitive and must always be entered the same way unless
you change your password again.

In order to change your password, you must first enter your current password in the oLb
PASSWORD edit box. Next, enter the new password in the NEw PASSWORD edit box.
Enter the new password again in the conFIRM PASSWORD edit box and click the AppLY
command button to process the change.

If your old password was entered correctly and the new password meets the requirements
and was correctly confirmed, you will receive a message that your password changed
successfully. If any problems exist, you will receive an error message indicating the nature
of the problem. Usethe BACK button to return to the CHANGE YOUR PASSWORD page,
make the necessary corrections, and click the AppLY command button to process the
change. Once you have successfully changed your password, you can continue working in
CAIRS by selecting any of the hyperlinks at the bottom of the page.
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Changing Your User Information

When you click on the Change User Information hyperlink on the user TooLs page, the

screen shown in Figure 15 is displayed.

Change User Information

User ID | JOTU

Organization | 1504001

User Name IUSER, JOHM 0

Phone h301) 535-3421

Sireet |199EIl Germantown Road

P.0.Box |

City IGe rmant own

State IM D

zip|[20674-1290

E-mail address IJohn. Uzerdhg. doe.gov

Figure 15 - The CAIRS CHANGE USER INFORMATION page.

Y ou are free to change information contained in any of the edit boxes or to add missing
information. Please note that if you have changed organizations and need to have the
organization number changed, you must contact the ES& H Helpline at (800) 473-4375.

To change your personal information, simply type the new information in the appropriate
edit boxes and click on the AppLY command button to process the changes. Y ou will
receive a confirmation that your information has been changed. Y ou can then use one of
the hyperlinks at the bottom of the page to go to other areas within CAIRS.
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CAIRS Operators

Most of the options discussed in the later sections of this CAIRS Reference Manual allow
you to enter criteriato specify what datais to be used to generate your logs or reports.
Individual items may be entered in edit boxes, or multiple items may be entered using
operators. CAIRS supports four kinds of operators. logical, wildcard, range, and
numeric. For your convenience, these operators are described in the on-line helps and in
the following table.

L ogical Operators - used in coded, date, and numeric fields.

and

If two criteria are associated by an and, the items being searched must
meet both criteriato qualify. This operator is often used to define
which criteriato use in a search; for example, “01 and 08" would mean
you want cases that were reported at a particular field office and were
of aparticular accident type. For some fields, like dates and locations,
this operator does not apply since a single accident cannot be reported
in two locations or on two dates simultaneoudly.

or

If two criteria are associated by an or, the items being searched may
meet either criteriato qualify. For example, a date search may contain
the criteria“1995 or 1996" to recover all items occurring in either year.

not

The not operator is associated with asingle criteria. It indicates
exclusion and means that the items being searched must not meet the
criteriato qualify. For example, a date search may contain the criteria
“between 1992 and 1997 and not 1995.”

Wildcard Operators - used in narrative, coded, and date fields

%

The wildcard operator stands for one or more charactersin a search
field and can represent any legal combination of letters or numbers.

For example, sa% locates reports that contain any one of the following:
"safety,” "saling" "sat," "satisfy,” "sdlient," etc.

Narrative fields support an additional wildcard operator, the“_”
(underscore), that stands for exactly one occurrence of any legal
character. For example, sa_locates reports that contain any one of the
following: "sag," "sap," "sat," "sax," etc.
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Range Operator - used in coded and date/time fields

between This operator is used to specify anumerical range or arange of codes.
Search terms combined with the between operator will return records
that contain all of the search terms through therange X and Y,
including X and Y. The form of the expression is between X and Y.
NOT can be used to negate the range operator and will return records
that do not contain the search terms.

Relational Operators - used in numeric fields

< Returns records with values less than the search term.

> Returns records with values greater than the search term.

>= Returns records with values greater than or equal to the search term.
<= Returns records with values less than or equal to the search term.

= Returns records with values equal to the search term.

<> Returns records with values not equal to the search term.
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Exercise Solutions

Exercise 1
1. Activate the CAIRS help mode feature.
a.  Onthe cairs home page, click on the Help M ode hyperlink.
2. From the CAIRS HELP TABLE of CONTENTS page, access on-line help on Problems
and Troubleshooting.

a. Inthehelp frame, click on the Problems and Troubleshooting hyperlink.

What is a possible solution if header information is not printing correctly on
reports and logs?

Refer to the entry on header printing problems. (Remember that if a pageislong,
you can use your browser Find feature to locate a specific word.)

3. Go to the CAIRS SEARCH SELECTIONS page and obtain context-sensitive help on
creating a search using the search check boxes.

Click on the CAIRS Database M odules hyperlink in the database frame.
Click on the Search and Distribution hyperlink in the database frame.
Click on the Create Sear ch hyperlink in the database frame.

From the CAIRS SEARCH SELECTIONS page, click on the question mark icon
in the title section at the top of the page.

oo op

What are the four basic types of data fields on which you can search in the CAIRS
database?

(Scroll down through the help page until you find the section on Creating a
Search Selection.)

Coded Fields Date/Time Fidds
Narrative Fields Numeric Fidds
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